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Executive Assistant to the Diresctor 22 June 1956

Chief, Managemwent Staffl

Records Control Scheflules

1. Attached is the Records Control Schedule prepared by

| of the Recorde Managewment Staff. This schedule
provides Ior the orderly preservation, retirement and destruction
of the records of 'the Office of the Director which sre maintained
by the Executive Reglstry and the Office of the Inspector General.

2., T think you will be interested in the following Tacts
which are derived frow the records Inventoryt

a. There are 140 ecubic feet of records ssintained in
31 pleces of filing equipwent valued at $3594.00.

b. 61.4% of the records have permesent value, and
2. 38.6% of the records are temporary.

3. The initial application of the Records Control Behedule
will result in the transfer of 16 cubic feet of records to the
Records Cepter. Although the retirement of these records repre-~
gents an essential element in the Agency's record program, 8 mejor
objective of the records control schedule is to identify those
records of permarent value that the Ageney should endertake to
preserve indefinitely. The continued application of this schedule
will provide Tor the orderly retirement and pregervation of such
docuzents.

k. The cooperative spirit of your personnel made 1t poseible
for uvs to develop an effective records dlsposition plan that should
be of asaistance in the mena nt of an {mportsnt segment of
thie Agency's records. | was wost helpful to 25X1
our staff. | | will be availsble at sany time to asgist
in the lmplementation of your records meragement program. '
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On-The-Job Training Schedule for

Executive Reglatry

heeords Management Program concept,
development, and administration;
laws and regulations

Mapagewent of record waking (Forms,
reports and correspondence

Hanagement of record heeping (filimg
systens, eguipwent, and clzssification
plane; docwsent controls, VM operstions)

Vanagement of records disposition
(Records control schedules; Records
Center operations)
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